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19 July 1956
MEMORANDUM FOR THE RECORD:

SUBJECT: Reports Management sotivity, Fissal Year 1986

I+ GEHERAL

1. Reparts management activity was undertaken in sach of
three Major Components of headquarters, As a result, the total
anmsl reparting workload of headquarters was redused by 6,670

man hours, and substantial benefits stemmed frem the improved
- quality of reports,

IZ, TD/S Area

1. A survey was made of the total reporting workload in the
DI/S ares, preparatory to establishing a program for the contiming
contrel and improvement of reparts. Attachment I summarizes this.
worklosd. Recommendations were developed on L5 of the 226 report-
‘ing requirements exemined, These recommendations wers submitted
ggz‘ ﬂ:ﬂ't&on by the appropriate Offigce and Staff Reports Hanagenment
25 af -

2. The following actions were taken which will reduced roporte.
ing workloads in the DD/S area Ly an estimated 1,020 man hours
anmaally. )

8, Discontimed the Quarterly Vehicular Status Repart
autmitted by the Office of Logistics to each Area Diwvision, 22y
man hours,

b. Discontimied the monthly raporty Volume and Cost of
Agency Telephone Traffio, required by the ID/S from the Office of
Loglieties, 522 men hours, '

¢s Disoontimed the repart, Overtime and Holiday Zork
Performed, prepared by the Commercial Staff, 1k man hours,

de Reduced the frequency from quarterly to seni~anmally
for the Offige of legistios Report of Accomplishments and Objeot.
ives, 360 man hours,
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e. Reduoed the frequemncy fram weekly to monthly for |
activity reports sutmitted to the Pirector of logisties, 1,200 ' ‘
man hours, ' /

f£. Clarified the requirementas for reports on field trips,
Office of logimtigs, Msn hour savings are inestimable,

' gs Heduced the frequency fram weskly to bi-weckly for
sotivity reports sutmitted to the Director of Persomnel. Also,
considerably improved and reduced the content of these reports.
1,664 man hours,

h, Discontinued the monthly report, Status of Comtracts
Resulting from Office of Communications Requisitions, required by
the Office of Communications fram the Office of Logietics, 36 man
hours,

3« The following improvements developed from the survey are
in the procesa of belng adopted:

8. Elimination of duplicate reporting of on-the-job
acoidents to the CIA Safety Officer by the Medical Staff and the
0ffioe of Personnel,

be Reparting the receipt and sccountsbility of CIA Tele-
phons Directorles by & form rather than by costlier memorandums,

cs Submission of Security Check Officer Iists monthly
rather than daily, This improvement will eliminste the handling of
approximately 142,000 check lists anmally by about 600 components
whish now submit the report daily,

ds VUes of & check list to facllitate inspecting and report.
ing on the sscurity features of a contractor's facilities,

e The i‘ollawin5 actions affecting all hesdquarters components
were also taken by DN/3 personnel in collaboration with the Records
Management Staff:

a8, Yimplified the procedures for reporting and sccounting
far the use of penalty indicia mafl, The revised procodures are ex-—
pected to reduge the anmial headquarters reporting workload by 2530
man hours by eliminating the anmal physical inventory report and
the quarterly report of complisnce with the Penalty Mail Zct, Both
of these reports were required from every headquarters componcent.

b. Changed the reporting frequency from anmasl to "as Tee
quired® for the report, Foreign Awards and Decorationg, required from
all components, ‘nmal savings of 120 man hours are expected,
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1. £#1 0ffices in the UD/I arer inventoried and aprraised
thelr requirvenents for administrative reports. A review of the
inventory by the Recards Hanagsment Staff pointed up recemmendat-
ions en 20 of the 102 reparts exemined, These recommendations,
togother with a plan for contimiing reports manspsment activity
in the DD/I area, were sutmitted to the Assistant to the ID/I
(2eministration),

V. 1D/P Area

1. The Chief, Urganization and Yethods “taff (DT/P ‘rea),
Hanagoment ‘taff, is curromtly studying the need far a DD/P roports
nanagenent promrate Ouldes daveloped by the Becords lunarement
Staff are being used in the study.

| |
Hecords Zanagenent O figer
for Reports

Q?F;:\ % m"?
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HOMBER OF ADMIWISTRATIVY REPORTS (R TYPE)
PREPARED UR REQUTRED BY DD/S COMPONENTS

1 Mareh 1956
go R Hu- Qr aﬂ“'
« of Rew ports sub- Boe of Reports
Itar-Office Intra-Office portas Sube mtted to Required pt;e-
%_em__g% W Total  mitted Other Comps. Other Hdq.
Staff or Office  Yo. e Hoe ANR# Outside CIA Volmtarily  Components
Office of the DD/S 31 252 - - 252 - - 5
SR 3 OB 1 B B o D
l’ 1 k* - - -
PAPS 35 % 1 72 Tas . - -
Oenaral G:imwl 632 L % - h' 296 - - 1
Comzmmications » 33 3,432 To584 5 1 2
Comptroller 7 1% & 2,913 1239 9 2 bl -
Management Staff 37 395 2 1,19k 1,589 1 1 2
Hedical Stafy 56 1,470 10 650 2,120 [ 1 3
logistics a2 10,850 29 2,16 32,00k 9 2 20 -
Persomel 99 11,002 62 k10 26412 25 12 n-
mg 53 5,9‘13 33 6,061 B,9719 1 % 1
58 1
2 O 2 2 3 = Thers
# AMH - Anmual men houra expsnded to prepare reports. ## In addition, 2L types of reports
v ‘ are required dyi
*# Requivesents for 2026 types of inter-Office reports have been levied SSA=DD/8 3
on various M/S components. Approximately 35 of these affect every DCI or DDCT 10
component., 16 h
vo/P 3
5R v, 2
Central Cover 2
Total - 72h

N 1)
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RNORANDUH FUR1 Y Directer of Commmmications
dlrester of Peyponnel
¥ Direstor of Treining -

vGensral Covasel IR

-/ Special Suypport Asslstant to 1D/: )

- drector of Seewrity - i
/ ihinf, Audit Staff Ll

/Mrector of logistica
uhief, Hedical Staff
/ehial, Hanagemsnt Staff
Jinief, Cemmarcial Staff

Johief, Projest Adminiptrative Plamming Staff
SUBJECT 1 Reporis Eanagement

. Administrative and management reports coastitute a major portion ef
our sver increaging paperwork volums. To what axtent can we lncrease the value
of these raporis and provide simpler and more direct reporting methods? iow
maly of our reports duplicats other paperwork, or in other ways are nonessen-
wal? What do our reports cost and are they worth the oxpenditure? e do sot
bave the answnrs Zor we have newver taken a searching leck at this probles.

2. I bave therefore requested the Chlef, sanagament Staff to coordinate
s reports manmgement progriw for the DO/S area. As sn indtial step you ars
asized to survyy your reporting requirements to determine wbercty laprovemccis
can be sffected immedlately, and to provide ths feundation for s sonmtimudng
progras. Inclosurs 1 provides lnstructlons for this survey. Inforzation of
& gemsral nature is contained in enclosurss 2 through 6. Additional coples
sl all enclosures may be obtained from ths Hanagasent Staff, ixtensien STAT

3. & 10)/3 neports Review Panel composed of the Zecords kanagesent
Cfflcer for ieports, Managenent Staff as Chairman, and Reporis Haosgement
Officers representing (ffices and Staffs, will review a1l recomendations ou
inter-0ffice and inter-Staf? reports. Recommondations on intra~CIlfice and
intra~-3tall reports will e roviswed st the 0ffice Director or “taff Chief
lsvel. The HZensgemept Stelff will fellow through ob reccsmeniations of the
/S Reperts feview Panel »3 spproved by the Deputy Direetor {Support), and
will sssist you with the dovelopment of improvements resulting from your survays.

4, Toe targst date for semplating your phass of this survey is 7 Zovember.
Recosmendations daveloped within yowr office during this survey will ihen e
sonsidarad and acted upea, and you will establish proceduras for effsctive

} contrel and improvement of reportis within your arse. The Chisf,
Hatagement Staff will provide guidance in establishing your Reporis Hansge-

;25X1
B. OATES LLOYD | ‘
Acting ty Mrector
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